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16 December 1957

SUGGESTION NO. 1626 - dated 12 July 1955
s GS=11, Reports Officexr

25X1A

A.  Summary of Suggestion

oposes the esteblishment of a uniform aaorev_aued
to cover headings, addresses, distributions and

indicatoxs. GCopv of complete suggestion is

Or: 15 July 1955, the suggestion was sent to ROM, DD/P for
evaluation. On 5 Jurne 1855, the Chief, SE stated:

“The idee hes merit and if carxied out would probably
speed up and improve our precessing. fut keep it simple.
£0 “hab evervone, reports officer oxr not, can learn the
rstem and NL? in fact want to use it. A complicated form
leaed more people than ever to mix uUp ops <nd intelli-
e information in thelr cables - still the worst fault of
v Ccable writers - and leave all the ancwdﬂbllva to be
one here.”

On 20 June 1956, the Chief, ROM stated:

“There is considerable merit in the basic idea of
uniform hsadings in that i1 would facilitate to some extent
the Headguariers processing and would tend to ensure that
cesential § ayve not overlooked., Implementation of this
idea does not necessarily involve foxms. thouoh that i€ one
sossinle way of doing it. The idza will be cerefully ¢on-
sidered and pronably embodied in the revision of
which is scheduled %o take place befors the and of this year.” Vs

On 31 July 1956, the Deputy Cable Secretary stated:
"The savings in cable transmission time or words by
adopting a letter code Is questiconable since terms such as
"hisT. Mu” would be transmitted "DIST. FONTROY GOLF" ex-
Lo same nuisber of cheracters as the words "DIST.
Consur, however, with C/RGH that idea has
$acilitatin3 Headouartaers processing of
mat 1s cencerned, it does rot appear
k ﬁesixahle to have a separate foym from the
pvesent caple form.”

25X1C
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i
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Sugn. Ho. 1926 Contd.

“ihe first saving might be estimated at 1% or 2% of the
aggregate time of reports ofiicers. The sacond is less
tangible but of considerable significance in terms of more
somplete and useful reports. This 1s unauestionably im-
postant but I have no idea how ©o estimate 1ts financial
valus. Also, it would obviate the occasional nacessity of
a further exchange of cables caused by missing items. :

“Th suggestion is weakened by the absonce of sup-

i Su
gporting detail. It is a goed basic idea with implementation

2 (1]

5111l to be worked out.

0n 21 Novenber 1956, the Chief, 08M Staff, DD/P Area stated:
"1n response to your request, the following information

regarding tangible end intangible benc fits resulting frqm .

subject suggestion was obtained From NG (op/p/ 25X1A

FI/M/MRC). :

A. Rogarding tangible savings R ::ted that 25X1A
to his knowledge, there wers no rigures available :
in HOM as to the number of DD/P Keports Officer
positions, by grade, a necossary requirement for ;
cbtaining a monitary estimate of tangible savings. ;

25X1A However, “tatec’s that a similar study of _
LR/P Reporcs Usxicer positlons had besn conducted ;

$13
o

ap
in connection with an employse suggestion to

25X1A clevate the PD Reports, and that these figures had :
pasn turned over tol I : ¥ oxas Con- 0 25X1A -

rvol, Records Management Steff . h:s ;

ranfizmed the existence of tnese figures and will

make them aveilable in connection with subject

suggestion.

3, Regarding intangible savings, [N -cviewed the  25X1A
"Guide For Determining fwards For Employee Sug- '
gestions With Intangible Benefits’ and has rated
subject sugoestion as followss ’

{1) Degree of Benafit - Slight
{2) Extent of Application - General”

On 9 January 1957, Management Staff research developed the
following figuress

9. .At the momenit, Figuring a total of $729,000 worth

of raports~personnel time spent per year on information
(7icure provided by IENENNNENNE “>puty Chief, — 25X1A

P 2
ZaPORCE e
5

auirements Staff, DD/PJ, and assuming a factor of 1.5%
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Sugg. Ho. 1926 Contd.

time saved as a result of the suggesition, a yearly savings
of $10,935 would result.®

On 15 January 1957, the Chief, 0% Staff, DD/S Area reviewed
the status of Suggestion No. 1926 and siated:

"seaA study of factors involved in this sucgestion
disclosed that all necessary coordination has been accom-
plished andi N ©C/RC3/51 Staff is the
individual vho must finally evaluate it.... [N

Publications Unit, SSA/DD/S provided the additional
informetion thatEEN: i process, its target date
for completicn set for June 1957.... 1t should bes noted
that any tangible dollay saving must be based on an esti-
mate of | 2 to dollar value of Reporis Officer time
per year and the estimated percent of that time saved as a
cesult of the sugosstion...”

On 17 October 1957, Book Dispatch Neo. 446 amended Book
Dispateh No. 414 to clarify a cable procedure. Of the accom-
plished Dispateh No. 440,[ls2:¢ o= 19 Hovember 1957:

“e..The reiationship of the accomplishment is a devious
one and difficult to svaluate, but that a Traceable line
exists from cause to effect would be imoossible to deny...
As to the benefits derived frowm Book Dispatch Ho. 414
Amended, 1 believe they arve quite substantial though almost
entireily intapgible. I don®t see how any dollar savings
could be provedy but the information cable has certainly
been made an instrument for c¢learer., faster, and more
servigeable information reporting, koth for headguarters
and for lateral dissemination and exchange purposes.”

(Copy of complete letter is attached as TAR ¥ig.

On 10 December 1957, the Chief, Forms Management Branch,
Hanagement Staff stateds

"Rectudy reveals that: Forms aze not involveds neither
r2 any administrative~type reports... Perscnally, the
uggestlon seems to be worth about $500.00. $280.00 for
saving $10,935 annually and $220.00 for intangible benefits.”

250 stimate as to the worth of
=cassuming that the relationship between the
Book Dispatch Ho. 414 fmended is, in the

& £ the Awards Committee, sufficiently established.
facts velevent to this judgment are set forth in my
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memorvandum of 19 November 1997. After refreshing my
recollection by reading the file, I would not change any-
thing in that memorandum except to add that the suggestion
was talled to my attention two or three times in the past
vear or so by inquiries from the Awaxds Committee which
tended to keep the idea actively alive in my mind.

"] still don’t see how the amount of time saved could
be nroved, but the 1.5% formula seems like a reasonable
guess. The man-hour figures used as a base probably remaln
reasonably accurate. Verification would reguire a re-survey
vhich would not be likely to turn up enough differcnce to
be worth the trouble.

"The intanoible benefits of Book Dispatch No. 414
frsended are worth much more than $200:; but since the re-
sults accomplished by the book dispatch extend far beyond
what would have been accompiished by the suggestion alone,
this strikes me as an equitable amount.”

C. LEine of Duty Status

Wot in line-of-duty. {Reports Officer}
D. Exgcutive Secrebary'ls Recommendation
. Recoqmiy @ dopinn df Aseysediin

2. Award of $355.00 based £angible savings of $11,000
{3280) and intangible benefits (slicht-extended = $75)

1.

L~ -
.
Adlopted ;iZL““ﬂmurd Latter of Appreciation

L rit L STt MM 3 SH r

Not Adopied.
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Sugg. No. 1926 Contd.

19 Novewber 1637

MEMORANDUM FOR: Executive Secretary
Suggestion Awards Commities

SUBJECT ¢+ Suggestion No. 1926 relating to uniform heading
of information cables
1. The objective of referent suggestion is fully accomplished j

in Book Dispatch No. 414 Amended (attached).

2« The relationship of the suggestion to the accomplishment
is a devious one and difficult o evaluate, but that a traceable
line exists from cause to effec: would be impossible to deny.

S When I first beczme award of the suggestion I made a mental
fiote of the basic idea (uniform heading) with the intention of worke
25X1A ing it into the next revision of [ d/c> 1:s ficld counter= ,»
25X1A part. Meanwhile, several weeks ago created and ad hoc - E
comnittee to work on a erash pregram for speeding up tha dissemination ~
of cabled information reperts. As it bafell my lot to draft scme
concrete proposals for consideration, I came face to face at once
with the necessitv of instructing field staticns on the preparation .
of information cables in a manner which vould facilitate headguarters !
processing. The idea of uniform headings, being alveady in WY Sube
consclous, of course sprang to mind «s one of several steps which
would contribute to the desired end. At no time did I study details
of the refereni suggesticn and if 1 hads; I doubt that they would
have been much held,

4. As to the henefits derived from Book Dispatch Ho. 414 Amended,
I bejieve they are quite substantial theugh almest entirvely intangible.
I don't see how anv dollar savings could be proved; but the information
cable has certainly been made an instrument for clearer. faster, and
more sexviceable information reporting, both for headquarters and for
lateral dissemination and axchange purposes.

25X1A :
Daputy Chief, ROM/RC
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ACTTON REQUIRED: Implementat

1. An emended Dirpatch No. hlh is forwarded
herewvith .in repl accnent of B xm., dnte' 30 September 1957
which will be d ez.troz'«'d ' o

2. %ne oniy thanges Ar ey graph 4, dtem (5), which 18-
expanded o provide Fuller nv,;u~m;{cn, and in paragraph 6, which
is rescinded by nev paragrapne U ound 7; the original paragiaph 7 18
reosuntered parazrath O. s SR

3. The priucipal reggsn for new paragraphs 6 and 7 1s to
clarify the function of that prot of 1

informiaticn report proper.
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